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NAVAIR INSTRUCTION 1800.1C

From: Commander, Naval Air Systems Command

To: Deputy Commanders, Assistant Commanders, Comptroller
Command Special Assistants, Designated Project Managers,
Project Coordinators, and O0ffice and Division Directors

Subj: Policy concerning ceremonies and letters for retiring
officer parsonnel

Ref: (a) MILPERSMAN Article 3810200 (NOTAL)

Encl: {1 Sample Retirement Letter
(23 Sample Transmittal Letter to Reporting Senior
{Field Retirements)
(3) Sample Background Brief

1. Purpose. This instruction establishes the policy and
guidelines for the conduct of retirement ceremonies in com-
pliance with reference (a). Also, it provides guidance in

the preparation of retirement letters incident thereto.

2. Cancellation. This instruction supersedes NAVAIR In-
struction 1800.1B of 21 March 1975. Since this is a major
revision changes have not been indicated.

3. Policy. The transfer of officers assigned v che Naval
Air Systems Command Headguarters [(NAVAIR HQ) to the retired
list shall be preceded by appropriate ceremonies designed to
express the Navy's appreciation for the many years of faithful
and honorable service they have devoted to their country.

Such ceremony shall be commensurate with the wishes of the
retiree and shall include the presentation of a retirement

letter.
4. Guidelines
a. Ceremony. On a day convenient to all concerned, pref-

erably the last working day preceding the day on which the
officer is to be transferred to the retired list, an appropriate
retirement ceremony may be held. The ceremony should include the
assembly of friends and co-workers, at which time the Commander
or appropriate superior (deputy commander, assistant commander,
or division director) will cite awards, commendations, and other
career highlights, and make such remarks in bidding farewell as
are appropriate. The retiring officer may select any one of the
following locations for his/her ceremony:
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(1) Commander's Office. If the retiring officer pre-
fers to have the ceremony held in the Caommznder's officer the
HED r30r13+ superior will contact the Secretary to the Commander
(AIR 005) ter days prior to the retirement dzter Lo schedule the
ceramany ., AIR-00S5 will 3rrange with the Fublic Affairs Officer
(AIR-07DY for the services of 3 photograpner gnd for the pre-
waration of 3 news item for the news media of the retiree's
nometown .

{Z) Reqular Working Area. If the retiring officer
prefers to have the ceremony held in his/her regular working
arear avery 2ffort shouwld be made to 3ccommodate his/her wishes,
I this czser the sppropriste superior will srrange with AIR-
07D for Lthe services of s photoaraphner and for the preparation
of 3 proper news releaser and will present the retirement letter.

(3 Conmmandant Naval District (COMNAVDIST) Washington.
The COMNAVDIST Washinsgtons conducts monthly retirement ceremo-
nies for officers in the grade of Captain 2nd below. COMNAVYDIST
Wzashington promulagstes monthly notices giving times dstes placer
aniforme 2nd coordinating officers for retirement ceremonies.
If the retiring officer wishes to participate in the COMMNAVDIST
Waehington retirement cersmonyy the operations offices COMNAY-
PIET Washingtory telephone number 433-2384: will be contacted
2y tie retiring officer’'s superior for arrangements., COMNAVDIST
Washington requires that 2 Command representative be prezent.
trnerefores, the retiring officer's superior will desigrnate an of-
ficer of comparzble rank to represent NAVAIR HG 3t the ceremony.
In sdditions the retiring officer's superior will coordinate with
AIR-07D for photographer znd the proper news relesse. :

b, Retirement Lettar. & reftirement letters to be presented
to the retireer shall be prepared by tne sppropriste zzsistant
commander's office for thne signasture of the Commander., This

L.,

letter is to exgress the pride and appreciation NAVAIR HQR has

i bhe retiree for his/her contributiomns and 3ccomplishments to
the Commandy to the Navys 3nd to his/her country, It showuld

e 2 letter to make the retiring officer zroud to have serwved

im the Ue S, Navye and proudg of his/ner oun asccomplishments
during hissner service., EBeczuse many officerz desire to frame
such lettersy it zhould not exceed one pa33e in lengtn. A s3ample
lethter 15 sttached 35 enclosure (1), FRetirement letters azre

rnot simplyv 3 recital of the of¢iﬁ€“‘5 assigrmentss but rather

3 vrief of hissher career» highlighting those 2¢signments that
are most significant to NAVAIR 3nd to the officer,. Thereforer
drzftars za2re encoursged to use ariginality and Lo personalize
the letter with friendliness anmd warmith, A similar letter shall
e srecareds for siansture by the Commanders Nawval Alr 945+ EMmS
Command (COMNAVAIR)Y» for eacnh commanding officer or officer-in-
charge of 2 NAVALR manasged field zctivity who is peing transterrad
to the retired list. In these casesr 2 tramsmittzl letter on
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the Commander's gpersonal stationery to the officer's regular
recorting senior is required., Enclosure (23 i3 3 sample of 3
transmittal letter. Whern apgpropristes the cognizant assistant
caommander s=n2ll mrepare a3 retlirement letter for other officers
azsigrned to swueh field activities who have made mz2jor comtribu-
f.igns to NAVAIR, FRetirement letiters will
and without erasures,

Y

be orepared nestle

~, EBackgrourd Erief, A background oriefs contsining oio-
grapnical informatiorn on the retireer shall sccompany the
retirement lettsr to provide the Commander with zdditionsl
informstion, Encloswure (3) 15 3 s3ample Dackaround brief. In
shsence of direct krnowledge of the retiree’'s nistorys 14 msavw
be mecessary to contact hissher assocliates as well 35 hisdher
zarvice record located 3t the Fersonnel Support Activity
Detachment Crystal Citys Crystal Ma3ll 3» room 100y telephone
number &874-2194/7, A copy of the background brisf snall be
furrnisned to AIR-07D.

ds  Submission of documents, Retirement lettars and
nackaround briefs for officers assigrned to NAVAIR MO shsll be
torwarded via the Militasry Manpower Flzans znd Programs Division
{ATR-721)Y.  AIR-721 will review for format =nd forwsrd it to
tne Commander (AIR-20%) for signature, Letters shnzll be mroces-
sed to arrive in the office of AIR-00 fifteen days prior to the
data of the retirement ceremony. Retirement letters for aoffi-
cers assigned to field activities shall be processed in the
same manner and 1n zample fLime to mermit forwarding and zrompt
arrival for the retirement ceremony 3t the field activity. To
creavent smudgess finger marksy and crezssese Lhe retirement
letter zand backgrouwnd brief shall be forwarded in a3 file folder
Wwith NAVAIR Form 5214/13y Qutgoning Mail Record Naval Ailr Systems
Command (AIR-0G/0%)y properly identified 3¢ to its comtents and
ST OGS .

5. Action. Addressees shall estavlish and maintain 3 system
that will ensure compliance with the policy set forth aboved
and shall rersonally inmvolve themselves 1in the premaration of
the retirement letters and accompanying backgrownd brief,

Ay Farms. MNAVAIR Form 5214713y Out3oing Mail Record Nawval Ailr
Systems Command (AIR-00/0%9)r i3 zvailable from the NAVAIR HO

d ¢ Stock Room.

BB (e

R. B. CURTIS
Director, Administrative Policy
and Programs Directorate
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Copy to! (2 copies =2ach wnless otherwise indicated)
SNGL: C327F3 (Morgantowrn (1 capyili FKAlA (AIR-07D21 (A/L 1 copv)y
AIR-7221F (9% copies)sy AIR-72Z1 (10 copiles)s» AIR-721 (5 copies))

Stocked: NAVAIR HR (AIR-72Z1F)
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SAMPLE RETIREMENT LETTER

Commander Yahn 0 Shora. USMN
Naval Ai1r Svstems Command
Department of the Navy
Washington. 0 C 20561

Ceaar Commander Shore

Your retirement from active service marks 3 milestone 10 an
sutestanding career of loyal and fairthful service to the United
States Nawvy. You may look back with justifiable pride and
satisfaction on the excellent record yvou have compiled and the
many coentributions vou have majdz durlng your career of mors
than twenty-two vears

Quring your naval <¢3areer vou served in a variety of assignments
1in widely separated parts «f the world 1in 3 most exempilary

manner . Your assigrments have been more interesting and ¢hal-
lenging than wusyal, including service both ashore arnd aflocat as
pirlot. instructor. executive officer. and commanding officer of
various air activities and sguadrons It is noteworthy that you
were awarded the Air Medal with Gold Star and Commendatiosn Rib-
born with Combat Medal Pendant for vour outstanding aerial
achievement and performance of duty during the ¥orean conflict

In you present assigrment. vou have been charged with the recpon-
sibility for expanmding aerconautical depot capability to kszep pace
with an urgent and growingy reqguirement for support of aircraft 1in

our operaticonal forces In these difficult times. wvou have dis-
¢charged vour responsibilities 1n 3 manner which reflacts credart
upon you and the naval service. Your profescsicnal knowledae.

diligence and dedicaticn to duty have contributed greatly to the
success of naval aviation

On the occasion of vour retirement. I extend to you sincere
appreciation for vour many years of service 1n the Navy and 1in
particulat for vour outstanding performance of duty 1n the
Naval Air Systems Command I wish vcu success and good luck
in yocur future endeavors

Sincerely.

Enclosure 11}
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SAMPLE IRANSMITTﬁP'LgTTER TO REPORTING SENIQB {FIELD RETIREMENTS)

fDate)

Dear {(First namel.

I am enclosing a personal letter of appreciation to
_____________________________ on the occasicen of his/her
retirement. I trust that vou will be able to present this
to him/her 1n person. but 1n case that 1s not convenient
for vou., please designate an appropriate officer to present
it 1n mv behalf.

With best regards.

Sincerely

Ernclosure (2)
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Awardss0zcorations.
Good Conduct Medal
Ameri1can Obefencge Serwvice Medal
Mational Defense Service Medal

Victery Medal WWII

Decscraipticon of Present Birllet (Complete 1f Honoree wants to
participate 1n the AIR-00 Awards/Retirement Ceremony)

Privacy Act Statement:
Authority S USC 301 Departmental Regulation

PURPOSE" To provide the Command and the Public Affairs Gffice
(AIR-0701 with gspecific 1afarmation concerning personnel recelv-
ing awards. /

FROUTINE USE" Commander would use 1in regards to Awards Ceremonies.
DISCLOSURE IS ENTIRELY VOULUNTARY

2 Enclogsure (3)



